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Policy Paper 

St. Matthew’s PS

Classroom Organisation And Management Policy
Introduction

A consistently high standard approach to classroom organisation is a key element in developing our school as an excellent learning environment. 

Children learn best in a well organised, stimulating learning environment.

This policy gives clear expectations for the organisation of classrooms in St. Matthew’s Primary School.  This should ensure 

· the organisation of teaching groups matches pupil and curricular needs allowing pupils to work in a variety of situations including individually, independently, collectively and collaboratively;

· the teaching and learning area is arranged appropriately for the lesson or task;

· easy access to well-labelled resources which are tidily and safely arranged;

· children take care of, and responsibility for equipment and resources;

· there are stimulating displays which value all the children’s work;

· classroom assistants and/or other helpers support the work of the teacher appropriately to develop teaching and learning and attainment and achievement;

· there are clear expectations and routines for working in different areas of the school.

Teachers will need to consider the following issues and will need to adapt their arrangements to meet the needs of the class and the task in hand on a regular basis:-

· The use of space and managing groups;

· Behaviour management;

· Managing other adults;

· Resource management;

· Use of teacher’s time;

· The classroom as a learning environment.

How these issues are handled with will vary from person to person depending on an individual’s flair and interests. However this document does set out a clear policy and guidance on what is expected in each classroom.

Physical Organisation of Classroom Space

All classrooms should have tables arranged for:-

· Ease of working and movement between groups and around the classroom;
· Flexibility;

· Purposeful discussion.

Areas of the curriculum should also be given status and prominence through effective displays and areas in the classroom depending on the work being undertaken during the term.

Resources should be clearly labelled and accessible to all children. Damaged or unsuitable resources must be removed promptly. Classrooms must be kept tidy and free of clutter. Although the school employs cleaning staff, children and teachers should clear up after activities and always leave the classroom clear and tidy. 
Storage areas should be used appropriately and must be kept neat, tidy and free of clutter. They should not become dumping grounds. Children should be encouraged to keep their own storage trays clean and tidy and teachers should check these regularly.

Characteristics Of Well-Managed Classes

Classroom Context

The following points are recognised by SMT as being the main characteristics of well-managed classes:-

· Resources are tidily stored, are clearly labelled and offer easy access for teacher and pupils alike. Care is taken to ensure that the equipment is cared for and that pupils take responsibility for obtaining and clearing away resources;

· Parts of the classroom are designated and equipped for specific subject studies;

· Displays are mounted to enhance and to stimulate work in progress or to record and celebrate completed studies;

· Classes have clearly understood routines and procedures related to the ways of working to be followed;

· Relationships are good and pupils are expected to have high standards of behaviour;

· The teachers make good use of posture, eye contact and voice modulation to maintain control and stimulate learning;

· Pupils demonstrate good attitudes to their work, and are keen to complete work to an acceptable standard within prescribed time limits;

· Pupils are sometimes able to make choices about the work to be undertaken, within limits circumscribed by the teachers;

· The teachers are skilled in managing other adults in the classroom: the latter's roles and tasks are clearly defined and they complement and enhance the work of the class teachers;

· Sometimes groups are formed in order to give pupils experience of leadership and responsibility by helping other pupils less skilled or knowledgeable than themselves:

· The layout of classroom furniture is varied to meet the requirements of the subject matter studies or the particular learning needs of the class or of individuals within it.

Organising For Independent Learning

The Curriculum requires that teachers should observe, listen, speak to, assess and record children working both independently and collaboratively.

It is impossible to teach a class of thirty children if each child is dependent upon the teacher for its every movement. From an early age children should be encouraged to do as much as possible for themselves and train children to become independent learners is to train them for effective adult life.
Effective learning requires immaculate organisation. One of the teacher's most important tasks is to provide a stimulating, structured and exciting learning environment within which children can operate.

The classroom/open area needs to be workshop where children can be purposefully employed at all times - sometimes without direct teacher intervention.

· The child should know the 'house rules' (collaboratively produced) and also which activities are available in which area, if he/she has finished one task.;

· The child knows that there is a choice of worthwhile learning activities to pursue if the teacher is not available at the time.

· Giving children 'choosing' as an activity option can be very valuable, provided that the choices are stimulating and designed to effect learning.

· Relevant working displays should be available - both in the classroom and in the school as a whole - where children can touch, explore, experiment, look/observe, discuss and hypothesise, etc. These, as well as more traditional displays of children's work should be changed often enough to maintain the children's interest. Well-designed displays can provide children with many educational opportunities, which they can get by working on their own, or with a friend.

· The rule for any well organised learning environment has to be:-

“A place for everything, and everything in its place.”

· Children must know where everything is kept. they must have easy access to all equipment, which is available for their use. They must share in keeping everything tidy and well stocked. Everything should be clearly labelled.

· It helps to make a child feel the classroom belongs to him/her by letting the class discuss the physical layout of the room. e.g. “Where shall we put the shop this term?” “How shall we arrange these tables?” The advantages of encouraging pride in the ownership of the environment are obvious.

· The workshop atmosphere of the classroom needs to provide plenty of activity areas where children can work independently. Such areas do not need to be permanent; there is rarely enough space to have all areas available all the year round. Many teachers feel that classroom 'workshop' areas must exist in addition to the normal single purpose desk/table arrangements.

·Some areas are more important than others, and therefore need to be available at all times, though not necessarily in one place. Others will change according to the theme being worked on at any particular point.

For at least part of the school year the following activity areas might be considered:-

􀀹 Book corner;

􀀹 Writing area;

􀀹 IT Centre;

􀀹 Area for construction kits

􀀹 Painting and modelling area;

􀀹 Sand and water trays;

􀀹 Maths area;

􀀹 Science area;

􀀹 Somewhere to listen to a CD player;

􀀹 Role play area;

􀀹 A quiet area.

The Teacher's Role

Good habits need to be started as soon as children start school - many will have started within Early Years Establishments. One of the first tasks a teacher has to do is to instil in children how they are expected to behave in school - and this includes doing as much as they can for themselves.

It may be that we can encourage children to plan their own day’s work. It is not unreasonable to expect most children to organise their time so that they do a set of given tasks within each day. If you prefer to tell the children when they will be doing certain tasks, then make sure they know what they have to do when they have finished. Children as a consequence will not all be doing the same task at the same time. This means that fewer resources need to be provided at any given time, therefore, over a period of time a wider range can be acquired.

If children are encouraged to be independent learners. teachers are freed to get on with the more important part of their role i.e.:-

· Targeting,

· Observing;

· Stimulating;

· Enabling;

· Presenting;

· Caring;

· Creating and maintaining the environment.

Summary

This policy gives clear expectations for the organisation and management of classrooms in St. Matthew’s Primary School.

On display in each classroom

A Sacred Space which displays Liturgical Colours

• Golden Rules, Classroom Rules

• Class Register beside the classroom door.

• Fire procedures

• Timetabled groupings/activities ie: PE, Drama, Music, ICT, Circle Time information

• All display boards should be used at all times to promote learning and create a suitable learning environment

Resource organisation in each room 
• All work surfaces, including teacher’s desk, should always be tidy

• All cupboards, trays and filing cabinets should be labelled where appropriate and be organised well.

• Labelled medical box

• Drawers labelled

• Numeracy/Literacy/Science/Art eg areas organised and labelled

• Labelled boxes/tubs for exercise books

• Coat pegs labelled or numbered

• All coats, PE bags, school bags to be hung on pegs when not being used.

• Wet playtime things visible and labelled

• Teacher resources organised and visible so that any visiting teacher can find plans, groupings, pens, as quickly and easily as possible

• All ASN Information should be located within a locked filing cabinet.

• Each classroom should have one blue paper recycling bin which will be emptied weekly.

•At the end of each term/year classes and cloakrooms should be cleared and left tidy ready for the next term.

Pupil Organisation 
• Flexible table arrangements should be used for a range of activities, including those of groups, solo, pairs

Pupils should have responsibility and roles within the classroom in order to maintain a safe and clear environment.

• All classroom organisation should ensure that children can focus.  The pupils should all have an unobstructed view of the white board.

• Consideration should be given to the hand children write with when seating.

Quality Assurance/Monitoring/The role of the SMT

The SMT will inspect rooms regularly, and at times with the site co-ordinator, to ensure the health and safety and consistent high standards which are expected with St. Matthew’s PS are being adhered.

Monitoring

SMT will monitor the organisation of each classroom/cloakroom in line with this policy.  
